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EVALUATOR MANUAL______________________________________DOCUMENTATION 
 
3-3100 DOCUMENTATION LICENSING REPORT   (Continued) 3-3100 
 

The Licensing Program Analyst must be able to justify his/her findings and the course of 
action provided to the licensee to ensure correction.  Those regulations or statutes that are 
general and open to interpretation require an explanation of the immediate or potential 
impact on clients or the facility’s plan of operation.  The Licensing Program Analyst 
must determine and analyze how or in what way a particular incident or condition will 
result in harm to clients.  The responsibility for identifying the adverse impact to clients 
and providing justification to support the reason for a citation is on the Licensing 
Program Analyst.  This information will enable the licensee to better understand a 
deficiency citation in terms of the nature of the problem, why it requires correction and 
what is needed to assure substantial compliance. 
 
If no deficiencies were observed, state on your report “in the areas that were evaluated, 
no deficiencies were observed at the time of the visit.”  Do not document subjective 
comments such as “This is a good facility”. 
 
Refer to Regulation Interpretations and Procedures for Child Care Centers, Sections 
101193 and 101201; Regulation Interpretations and Procedures for General Licensing 
Requirements Sections 80045 and 80052 and Regulation Interpretations and Procedures 
for Residential Care Facilities for the Elderly Sections 87756. 
 
All annual visits will be documented on the Licensing Report (LIC 809). 
 
The Licensing Program Analyst must cite all deficiencies in the order of seriousness 
starting with Type A (immediate risk violations). Place a check mark in the appropriate 
box for the type of violations cited on each licensing report.  If no citation is issued, place 
a check mark in the box “No Deficiency Cited”. 

 
3-3105 SEPARATE LICENSING REPORTS FOR COMPLAINT VISITS 3-3105 
 FOR ALL CATEGORIES 
 

Licensing staff must document all findings relative to a complaint visit on the Complaint 
Investigation Report (LIC 9099). Any other deficiencies found during the site visit which 
are unrelated to the complaint are to be written on a separate LIC 809. This requirement 
applies to all facility categories. 
 
As an example, a complaint is received alleging inadequate supervision.  While at the 
facility investigating the complaint, the Licensing Program Analyst observes a broken 
window and cockroaches on the walls.  Because the complaint had nothing to do with a 
broken window or the cockroaches, two separate reports are required; the LIC 9099 
dealing with the complaint and the findings thereof and the LIC 809 dealing with the 
broken window and cockroaches. The same requirement applies when a complaint 
investigation is done in conjunction with an annual visit or plan of correction visit. 
 
If one complaint visit is made in response to two or more separate complaints and/or 
multiple allegations, a separate LIC 9099 must be used for each allegation unless two or 
more allegations are unfounded, substantiated or inconclusive and the Licensing Program 
Analyst is able to document more than one allegation on each LIC 9099.  Please refer to 
Section 3-3125 on the LIC 9099.  Any unrelated deficiencies found while making the site 
visit for the complaint(s) must be documented on the LIC 809. The Licensing Program 
Analyst should check the box “Other” under Type of Visit on the LIC 809 for the 
unrelated deficiencies found during a complaint visit. 
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3-3600 PLAN OF CORRECTION 3-3600 
 

The Plan of Correction is a means by which licensees/administrators can communicate to 
the licensing agency and to the public their intentions of bringing their facility into 
substantial compliance.  Plan of Corrections are referenced in California Code of 
Regulations, Title 22, Sections 80052, 82052, 87756, 87852, 89252, 101193 and Health 
and Safety Code Section 1597.56.  
 
The Plan of Correction is usually written on the Licensing Report, however, licensees may 
decide to submit a written Plan of Correction by a specified date.  The Licensing Report 
must indicate the date by which any deficiencies will be corrected.  Plan of Corrections 
are generally filed in the public section of the licensing office’s facility files; the exception 
to the rule occurs when client’s names or other confidential information is part of the Plan 
of Correction. (See Reference Material - Office Functions Section 2-6500.) 
 
The Plan of Correction must be developed jointly by the facility representative and the 
Licensing Program Analyst.  However, it is the Licensing Program Analyst’s 
responsibility to ensure that the written Plan of Correction is acceptable.  If the facility 
representative is unable to jointly develop the Plan of Correction, the Licensing Program 
Analyst should provide additional consultation and assistance with the development of 
the Plan of Correction.  The Licensing Program Analyst must not develop the Plan of 
Correction merely upon the facility representative’s request when the facility 
representative is capable of jointly developing the Plan of Correction. 
 
The LPA should remind the facility representative that factors for determining the 
correction date are specified in the regulations. (See California Code of Regulations, Title 
22, Sections 80052, 82052, 87756, 87852, 89252 and 101193).  Family Child Care Home 
statute requires “a reasonable length of time for compliance.”  In accordance with the 
regulations for all other licensing categories, four factors must be considered by the 
Licensing Program Analyst in determining a date for correcting a deficiency: 
 
1. The potential hazard presented by, or the seriousness of, the deficiency. 
2. The number of clients/residents/children affected. 
3. The availability of equipment or personnel necessary to correct the deficiency. 
4. The estimated time necessary for delivery, and for any installation, of necessary 

equipment. 
 
In addition to #3 and #4 above, Family Child Care Home statute lists the following 
factors to consider in jointly developing the Plan of Correction: 
 
1. The gravity of the violation. 
2. The history of previous violations. 
3. The possibility of a threat to the health or safety of any child in the facility. 
 
Plan of Corrections must contain achievable and appropriate due dates.  It is not 
acceptable to state “all corrections will be made in 30 days” on the report.  All 
corrections must occur as soon as reasonably possible.   
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3-3700 PROOF OF CORRECTION/NON-VISITS (Continued) 3-3700 
 

To approve and clear a Plan of Correction, the Licensing Program Analyst 
must be satisfied that the deficiency(s) has been corrected.  Under no 
circumstances should a Plan of Correction be approved if there is doubt 
about whether a deficiency was corrected.  Upon approval, the Licensing 
Program Analyst shall complete a Letter of Deficiency Citations Cleared and 
mail it to the licensee.  County licensing staff shall document approval and 
verification of correction using the Deficiency is Cleared letter referenced in 
Evaluator Manual Section 3-3705, Sample Letter – Deficiency Is Cleared.  
All related documentation must be placed in the facility file.  
 
For Child Care Facilities Only:  Licensees must post, for 30 consecutive 
days, the licensing document verifying compliance or noncompliance with 
the order to correct a deficiency that, if not corrected, would create a direct 
and immediate risk to the health, safety, or personal rights of children in care 
(Type A violation).  A statement of this posting requirement must be 
included on the Letter of Deficiency Citations Cleared or Deficiency Is 
Cleared letter (County) or the licensing report. 

 
Further Action 

 
Failure to provide adequate proof of correction(s) by the Plan of Correction 
due date shall result in a visit to the facility and applicable assessment of civil 
penalties if appropriate (with the exception of Foster Family Homes and 
Family Child Care Homes.)  This is stated on the licensing report. (See 
Evaluator Manual Section 1-0060, Civil Penalties).  Also see California Code 
of Regulations, Title 22, Sections 80054, 82054, 87761, 87854 and 101195 
regarding Civil Penalties.   
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